	Student Placement Project Officer, Economics Network

JOB DESCRIPTION



	Dept / Address:
	Economics Network of the Higher Education Academy, Institute for Learning and Research Technology (ILRT), 8-10 Berkeley Square

	Academic Faculty/ Support Services Division:
	Information Services

	

	Main Job Purpose

	

	· Develop, implement and manage projects as appropriate for the Economics Network of the Higher Education Academy including the Why Study Economics? and Study Economics website initiatives.
· Support the research programme as appropriate.
· Coordinate and provide administrative support for workshops and conferences as appropriate. 



	Statements of Responsibilities

	

	· Develop, implement and manage projects as directed for example, the Why Study Economics? and Study Economics website initiatives  
· Identify needs within the UK higher education economics community for the Economics Network, including organising and facilitating focus groups, interviews and internet-based research

· Identify existing and develop new resources for the Why Study Economics? and Study Economics website initiatives including commissioning material from students studying HE economics 
· Actively represent the project by demonstrating the projects services and resources and initiate new contacts at national and international fora
· Support Research Officer with the Economic Network’s ongoing research programme which includes lecturer and student surveys and focus groups

· Undertake administrative tasks associated with Economics Network workshops and conferences

· Research and coordinate venues for Economics Network events 
· Answer email, paper and phone based enquiries/correspondence to the project and direct to the appropriate person if unable to assist 


	Relationships and Contacts:

	Your Line Manager:

Please provide your line manager’s job title
	Project Manager



	Line Manager to, where appropriate:

Please provide the job titles of employees directly reporting to you
	none

	

	Internal Contacts:

	· Economics Network: co-ordinating with colleagues to identify, plan and implement projects. 
· Conference and Hospitality Services, including Print Services, Catering, Estates: administration of Project’s workshops and/or conferences (with UoB attendees or external, in size from 8-150 attendees).



	External Contacts:

	· UK HE economics students, university lecturers and economics teachers: researching and gathering information.
· The Economic Network Advisory Group: attending meetings and sharing ideas with, and reporting to, members of the advisory group on a regular basis.
· The Higher Education Academy (The Academy): exchanging information and ideas with, and reporting to, project managers and assistants in the Academy, as well as with staff in similar roles to the post holder across the Academy subject centre network, and consultants hired by the Academy
· Higher Education Institutions across United Kingdom: academics/heads of departments, support services and administrative/secretarial departments, administration of Project’s workshops and/or conferences (with local HEI attendees, in size from 8-150 attendees). 

· Non-Higher Education public sector institutions across UK (museums, regional and technical agencies): administration of Projects’ workshops and/or conferences (with local attendees, in size from 8-150 attendees).



	Qualifications, Skills, Knowledge and Experience:

	

	The Student Placement Project Officer includes project work and administrative tasks. The role will allow the postholder to aquire and develop many skills but will require someone who is highly organised and communicates well. It also demands a student from economics HE in order to effectively manage and implement a project that supports economics students and to assist the Research officer with quantitative and qualitative analysis. Qualifications, Skills, Knowledge and Experience reflect these requirements:

· Currently studying economics at undergraduate level either as joint or single honours

· A-levels or equivalent qualifications 

· Excellent organisational skills, and the ability to meet deadlines

· Excellent interpersonal and communications skills including the ability to deal with a wide range of people, a confident and personable telephone manner, professional quality writing ability and presentation skills

· Excellent IT skills including word-processing, databases and spreadsheets, email and the Internet

· Experience of planning and organising events

· Office/administrative experience 

· The ability to contribute as a team player to a team-based service


	Work Examples:

	

	· Developing, implementing and managing projects, for example the Why Study Economics? and Study Economics website initiatives. This involves developing and agreeing a project plan for the projects’ websites which include resources for students, teachers and lecturers. The postholder will also be responsible for identifying existing resources and developing/commissioning new resources for the websites. 

· Identify needs within the UK higher education economics community for the Economics Network, including organising and facilitating focus groups, interviews and internet-based research. In order to identify student needs (and appropriate resources for the Why Study Economics? and Study Economics website initiatives) the postholder will also plan and facilitate focus groups, for example undergraduate economic student focus groups. The postholder will also be involved in contact with other key stakeholders of this project  -  lecturers and teachers - through semi-structured interviews and focus group discussions. The postholder will also undertake Internet based research and corresponding with target groups via email, letters and telephone to discuss issues and outcomes. 
· Represent the project and actively participate at national and international fora.  Attend and actively participate in national and international events both with project colleagues and as the sole representative to disseminate projects such as Why Study Economics? and Study Economics.
· Support Research Officer with the Economic Network’s ongoing research programme, which includes lecturer and student surveys and focus groups. The postholder will assist the Research Officer with quantitative and qualitative analysis of data and the writing of reports as appropriate.
· Coordinate and provide administrative support for workshops and conferences as appropriate. This includes researching and booking event venues; liaising with venues, presenters and attendees; ensuring all presenter and attendee requirements are fulfilled, for example technical requirements, the preparation and distribution of workshop packs, the booking of refreshments, notifying attendees of event details, answering written, telephone and email queries etc. 




	

	Background Information:

	The Economics Network of the Higher Education Academy is located within the Institute for Learning and Research Technology (ILRT) which is part of Information Services (IS) which provides IT services and library services and support for teaching and learning, research and administration across the University.  

The Project Assistant is a member of Economics Network of the Higher Education Academy.

The Economics Network of the Higher Education Academy is one of 24 Subject Networks that promote high quality learning and teaching practices in their subject communities. It aims to:

· Develop practical and time-saving resources and services

· Run departmental, regional, national and international events

· Recognise and share good practice

· Provide support for innovative individuals and departments

· Stimulate further research into economics education

· Promote the interests of the economics community

· Act as a focal point for quality enhancement both nationally and internationally
The Institute has an annual turnover of around £2.8M and has around 70 staff. The majorities of staff are on academic-related or research scales. The Network is currently funded on a rolling 3 year contract, with an annual budget in excess of £400,000. 
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Project and Service Teams
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ID consultancies; Shibboleth





ILRT has around 70 staff (56 FTEs, an annual turnover of £2.8m and between 25-40 projects and services in hand at any one time.)





Many staff work across project and service teams in interdisciplinary groups within ILRT and other parts of Information services, as well as in collaboration with the University of Bristol academic departments and external organisations in the UK and overseas.
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